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I's the F9 User

1Using the F9 User 6s Gui de

|l s the F9 Userods Guide for You?

It is if you have:

A remistered release of F9 installed

Andyou are a:

A MicrosoftE Excel user

Andyou see:

A No problem with drastically reducing your finan:ct
What Wi ll the F9 Userdés Guide Do for You?

The F9 User 6 syouGletaileténformatibnion:gi v e

A how to install and run F9

the Excel basics you need to know while using F9

what F906s menu items and tool bar buttons mean
how to link F9 to your company GL database

how to manipulate and analyze your data

o Io o Do I

how to buildany conceivable financial report using F9 tools

How Do You Want to Use the F9 Userodés Gui de?

The F9 Userds Guide was designed to be used a few dif
that matches:

A the tasks you need to accomplish
A your time frame

A your skill set

So, how do you want to use the F9 Userods Guide?



2 CHAPTER 1: Using t he F9 User 6s
Guide |Is the F9 Userds Guide for You?

Learn F9, Then Build F9 Financial Reports

Learn all the basics of F9 before you begin creating financial reportsLook at the
Quick Tour PDF that was installed into your F9 Program folder to

A Get up to speed on F9 and Excel basics.

A Become intrinsically familiar with F9 functions and their parameters.

A Start building F9 financial reports using stepstep tutorials.

A Do it better. Use advanced tools and features that do the work for you.

Just Build F9 Financial Reports i My Deadline is NOW!
You want the bare essentials to get gaiog. You got it!

A Install and open F9.
Installing F9 @ Page3.

A Chapter2: Do it. Follow the tutorial and build your report. And if you need
moreinformation, follow the links provided in each step.


QuickStart_Chapter_2.pdf
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Introducing F9

|

Introducing F9 Installing F9

. _____________________________________________________________________| . _____________________________________________________________________|
Bring General Ledger data to your spreadsheet for System Requirements

analysis and reporting
Generally, any computer that runs Exeelrsions

F9 extends the functionality of Excel by adding a2000 up to 2007can run F9. Minimally, your

unique set OfdG*hSDECiIﬁC folTrr;lélas gr:jﬂ_tommands system will need the following:

to your spreadsheet. Instal and direct it to your, . .

GLy datapfor instant, automated access to {/o p Windows 2000, XPor Vista

financial data. A The latest service packs or patches for Excel

and Windows, available from the Microsoft

website http:/ windowsupdate.microsoft.on_

A Access all compani eg , SystenGeq@rénfehtsSfor Winddwé dnd Excét N d

budgets by linking any cell in yowgpreadsheet to

any balance in your general ledger.

A Utilize all your spreadsheet skills to create th .
custom financial reports your business requireg!_he more powerful your computer (ie, faster CPU,

rolling 12month P&Ls, Balance Sheets, keyMOre RAM) and the faster your network, the better.

business rations, departmental reports, etc.

A Each time you recalculate your spreadsheeinstall F9 With Confidence
dynamic numbers are automatically calculated.

The F9 reports you build are spreadsheet files:

Optimal System Requirements

1 Exit Excel if necessary

2 Most F9 installations are avable from
http://www.f9.com/downloads/index.aspx

3 In the case of F9 Professionah B9 CD will
contain theinstall.exe Run the install from the
download or F9 CD.

4 F9 Setup prepares the InstallShield Wizard for

setup.

F9 4.5- Installshield Wizard - [5] ]

Preparing Setup
Please wait while the InstallShield \Wizard prepares the setup.

F3 4.5 Setup is preparing the InstallShield Wizard, which will guide you
through the rest of the setup process. Please wait.

Cancel
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4

5 InstallShield Wizard opens 7 Setup installs the F9 V4.5 files

F9 4.5 Setup x| F9 4.5 Setup
Setup Status 2\ p
: \ |

Welcome to the InstallShield Wizard for F9 4.5

F3 4.5 is configuring your new software installation.

The InstaliShield Wizard will install F9 4.5
on your computer. To continue, click Next.

Installing
C:\F9v454F9.exe

Cancel

Cancel I

8 Next the Licensing Service is installed

Licensing Service Install n

F9 4.5 Setup

License Agreement
Please read the following license agreement carefully.

Press the PAGE DOWN key to see the rest of the agreement.

' 2

gf.’;ggg?gAD THIS SOFTWARE LICENSE AGREEMENT CAREFULLY BEFORE :llll.l.lll...ll.l...lll. s

INSTALLING THE SOFTWARE. BY INSTALLING THE SOFTWARE, YOU ARE

\AGREEING TO BE BOUND BY THE TERMS AND CONDITIONS STATED BELOW.

IF YOU DO NOT AGREE WITH THE TERMS OF THIS LICENSE, DO NOT INSTALL

THIS SOFTWARE _l

Do you accept all the terms of the pgeceding License Aareement? If you Print 9 Sau p Is com plete . C l ICk FI n ISh and a Read me P D F

el AL file specific to F9 for your accounting system will be

InstaShickd - openedIf you do not have Adobe Reader installed you

slek Tes to | will see this dialog first enabling you to download the

6 Click Next. Read the F9 License Agreement. fptest Adobe Reader.

you agree to the terms, cliddes

9 Many F9 help and support files are in Adobe Acrobat format.
. )
Would you like to install the Adobe Acrobat Reader so you can view these files?
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Opening F9
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Attach F9 to Excel

Open F9 whenever you open Excel!

F9 is comprised of the following three componentsMake a permanent, automatic link between F9 and
Excel.

A An Excel spreadsheet component. 1

A A component that communicates with your Gb
data.

Open Excel.
From the Excel menu, seleEbols|Add-Ins.

A The F9 application. This program manages t

conversation between Excel and your GL.

Starting F9
1 SelectStart|Programs|F9 4.5|F9

@ Fo4s
Microsoft Excel
@ Microsoft OFfice Tools

©) F9Professional (Btrieve) Resources
| §P web Update

2 F9instructs Excel to opeifou will see a dialog
box which displays the time left in the 30 day tri
period. Once activated this dialog will not be

Add-Ins availzble:

™ Analysis ToolPak - YBA [II
I Conditional Sum Wizard Cancel
II_ Euro Currency Tools
Internst Assistant YBA
I Lookup Wizard __Igmw""'
| Solver Add-in
Agtomation, ..
Analysis ToolPak.
Provides functions and interfaces for financial and
scientific data analysis

displayed again. For details regarding the trial

period and activation, please refer to the ReadMe

PDF file which was installed in thespecific
subfolder of QF9v45 applicable to your

accounting system. After clicking Ok on the trial
dialog, anF9 splash screemayopen in front of the
Excel spreadsheet.

E) e % Yo Fewt fgme fok (e Veen el 0

o sWemszy WENEsX, 4 Ex > A 3
IFHSN ERT sem-T -l puQns -0,
cx - .
T Y B c o E F G ] T ] C S| A
Iv
Y:
I3 7 7
Is 1 A
%s
|8
(]
|10
I
|2
B0
c;ﬂ
3 fe
@[
8|e
19
1%
L‘rg?'-)'
"
O
#l=

3 An F9 menu and toolbar are added to Excel.

EZ Microsoft Fxcel - Baok?

] Fle Edt Wew Isert Format Took Data Window F9  Hep
PPN TP,

D@ @ » el -0 - B Z U

Do one of the following:
€9 -iThe lEinandiakReporter checkbox.
A9 f The Financial Reporteri sndt |

available Addin, click Browseto locate theC:\ F9
or C:\ Fov45 directory. Select9.xll and clickOK.

sted

as

an
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F9 - The Financial Reporter will now appear Create an F9 Shortcut on Your
checked in the Addins list. Desktop

Add-Ins @@ An F9 shortcut for simple, one-step access!
Add-Ins available:

Analysis ToolPak
I Analysis ToolPak - VEA

I f you dono6t eweytime yokE@penopeni ng

[ Condtond5um Wz concel_| Excel but youdo want the convenience of F9 and
Jro Currenc oIS —— - .

FEEIETNTTE o, Excel opening simultaneously, then create an F9
Flokmward , desktop icon to give you that simple, estep

I Solver Add-in Automation. .. I access

1 SelectStart|Programs|F9 4.5|F%nd rightclick.

=l 2 From the menu, sele@end To|Desktop (create
F9 - The Financial Reparter
shortcut).
Open
Scan for Viruses. ..
4 C“Ck OK N NetWare Copy...
Open With...
Microsoft Excel @ BEEE ) ol Recipient
. Copy @ ;
1 Thark you For adding F9.4LL1 111 Compressed (zipped) Folder
r Create Shortcut L) My Documents
Delete M 3% Floppy (a:)
Rename
Sort by Name

Properties

5 The F9 splash screen appears and disappears.

6 Ensure Excel attached F9 as an AddLook 3 Click on your desktop to see the new F9
across the Excel menu bar: if the F9 menu appeagfortcut icon.
between Window and Help, F9 was successﬁj!u)é1r

attached as an A, Double click on the F9 shortcut icon to open

F9 and Excel.
-
| e i e it T s 72 [ Are You Comfortable with Excel?
PERERRSEEE . setings > A No. Then learn the bas Excel concept:
DEEHA8 GRY BB R’:“'““q "l required for successful F9 report buildir
Al - 1 Eudgeting »

ﬁ Cl c D E Analysis > Excel Prerequisites @ Page7.

; 1 Tools >

3 ) - A Yes. You are rea
4 Now, each time you open Excet, Fo—

your General Ledger data.
also opens.

F9and Your Company GL Data @ Page .
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]

Excel Prerequisites

e ) From the Excel menu, Se|e'b®o|s|0ptions

I’ CHAPTER 1: Using the F9 Useréos

Maximize F9: know these Excel basics!

Options mm
: : : Color | International |  Save | Errorchecking | Speling | Sscurity |
Build fast, dynamic spreadshegts using F9 and the - &8 e C e | st | commmas | e |
following basic Excel concepts: i
" Automatic & Manual Calc Now (F2)
A Manual Recalculation (™ Automatic sxcept tables I™ Recalculats befors save %’
™ Iteration
A Keyboard ShortCUtS Maximumm |kgratlon;:|100 Maximurn change: [0.001
.. ‘Workbook options
A RGSIZIng Ce”s ¥ Update remote references V¥ Save external link values
™ Precision as displayed I Accept labels in formulas
A Cell Referencing ™ 1204 date system
A Copying Cells Corce
A Autofilling 3 SelecttheCal cul ati on t a
selectedclick theManual radio button.

Manual Recalculation 4 Click OK.

. eyboard Shortcuts
When you open F9, F9 automatically sets Excell'<s y .
Calculation to manual. F9 does this in order tokey to fast reporting!

improve response timé especially when building The following table lists the minimum keyboard
new reports! combinations you need know to:

A move around your spreadsheet;
If Calculation is set to automatic, every time YOR it the contents of a cell-

edit a cellall open spreadsheets will be recalculated. . .
For a large report this can take a long timd. assign absolute and relative cell references; and,

Changing the setting to manual allows you to malge cajculate cells, spreadsheets and workbooks.
as many changes as you need before recalculating

everything at once.

Important! Always leave this set to Manual Calculation.

To check the calculation settings or reset manual
recalculation:

1 Open FOORopen Excel and attach F9.



Table 1: Function Keys

Press To

Enter Complete a single cell edit, recalculates it
and jumps to the cell below.

Shift Enter  Complete the cell edit, recalculate it and
jump to the cell above.

Tab Jump to the cell to the right.

Shift Tab Jump to the cell to the left.

Esc Exit edit mode without making changes.

F2 Edit the active cell. Move the cursor
where you want to edit and Click. Press
Enter to recalculate.

Shift F3 Open the Excel Function Wizard.

F9 Calculate every spreadsheet in every
open workbook.

Ctrl Alt F9 Calculate every spreadsheet in only the
active workbook.

Shift F9 Calculate just the active spreadsheet.
Use Shift F9 if you have formulas on
other sheets that you do not want
recalculated.

F4 Assign the absolute and/or relative to cell
references.

Making a Cell Reference Relative or
Absolute @ Pagel0.

Resizing Cells

Automatically resize the cells in your spreadshee
This is especially important when working with F9

formulas!

1 Open FIOORopen Excel with F9 attached.
2> Type or paste a few numbers into some of thd"€ actual data assignithe cell.

cells.

F9 USEROGS 8
Excel Prerequisites

3 Click theSelect Allbutton.

Click the Select
All button.

1

4 From the Excel menu, select
Format|Column|Autofit Selection. All columns

are adjusted accordingly. Or move your cursor over
a column boundary, and when your cursor becomes
a resizing tool, double click.

Cell Referencing

Cell referencing is integral to creating fast, flexible
F9 reports. F9 is at its most dynamic whef
formulas are made up of referenced cells.

What is Cell Referencing?

Cell referencing is all about identifying and linking
a celli and its assigned datao:

A another cell in the same spreadsheet;
A another cell in a different spreadsheet; or,

A directly to your GL.

A cell is identified by its coordinatés its column

letter and row numbei for instance:A2, B4, etc.
When an F9 formula uses cell references, it is the
cell's coordinates that are referenced and, in turn,

When a cell containing an F9 formula is in edit mode,
you see that the F9 formula is made up of a list of cell
references. Each cell reference does two things: it
replaces a parameter in the formula and it represents
the original location ofhe cell containing
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the parameter. Properly referencing an F9 formulaRelative and Absolute Cell

can take the formula from this:

1%/ %63(& *PDLQ DFFRXQW ™ ~

PRQWK” "VDPLQF™ ~ © "7\SH ‘86"
to this!
A B (| ) E F 5 H
Location F

Year
Type

1

2

3

4

5 Company
]

7 '
8 Cumency |
g

10 {30100 1
1

Once the formula

parameters you selected.

. . ) re
This way, when the data assigned to a particular cel

|=NGL(BSPEC($E%1 $A10,5853),C59 50§

B35, 3697 $558)

is calculated, a balance
returned, a balance that reflects the -ceferenced

Referencing

-w kEéll references:

A are either absolute or relative references;
A replace parameters in your F9 formulas; and,

A are characterized by a dollar sigrs i before
absolute column letters and/or row numbers.

Relative Cell References

A relative reference means that when a cell
reference in a formula (or cell) is copied, Excel
adjusts the reference according the change in the
formul ads p otbat references Al| for a
example, is copied down a row, the reference
dhanges to A2. If it is copied a column to the right
the reference becomes B1.

This is ideal when formulas need to be repeated
down columns or across rows. If a formula
references cellsithin the same row or column, the
formula needs to be typed only once, then copied.

The power of F9 lies in entering important

information as few times as possible. As a result
your GL formulas will need to reference a specific
cell no matter where thefmula is copied.

Use a dollar sign ($) before a row or column
ﬁerence to indicate to Excel that the letter or
number should remain the same, €410, or C$9.

changes, the data in any formula that references that

cell is modified automatically.

Wh at about those

formul as

references i you know, those formulas that
have parameters typed right in the formula?

Get ready to manually modify eaahd every one!

Use the power of cell referencing!

t hat donodt use cell



